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Department of Human Resources
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T.ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD; E; DISPOSE OF PRESENT ACCUMULATION;
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Inclusive Dates 9 EXACT SERIES TITLE
- »

Pharmacy Services Files

10 What function performed resulted in creation of this series
)

These files relate to the requisitioning and dispensing of drugs and other
pharmaceuticals by state medical facility pharmacies.

A

11 DESCRIPTION OF BERIES - Tonclude Form No. & Form Title, if any
L]

See Attached List.
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a.[]STATE ©b.[]STATUTE OF c.[]AUDIT d.[ ]JFEDERAL e.[ JADMINISTRATIVE f.[JHISTORICAL

[ QUESTIONNAIRE Pisce an "s* to tne proper column. If sasver is "TES," please explaln i = H—-FEN-S@:T—;_O“:
'13. Is this the Record Copy of the series? - S s Co )f)ﬂ -' '-F]
14. Is there a duplication ofthis sefieg in another office or agehcy?, _? ’ | - [] fj _ ?
15. ‘I;the information iééﬁtain‘ed 1n this series ever Smea;riied or pub;ished? | [1 11 !
16. Does the series contain_classified information r:equiring security handling? o S [1 11
17. Does the series document policies and procedureé of agency's operatio; or functidéx?. {1 01
18. Could the function be performed if the files were lost or destroyed? . - | J'[] []
19. Is _the series {or major portion of it) regularly microfilmed? If yes, why? 11 11
20. Does the record series pr"gvide data as input to an EDP file? | [1 1)
21. Does the record series contain documentation produced as EDP printout? [j []
22. Is the series affected by Federal or grant funds? | ' - o 1bi []
3. Will there be & need for these records 10, 15 yearé from now‘? -If- yes, -wﬁat?. o . [1 %R
2k. REQUIREMENTS. The following requires the files to be kept _ _years:

LAW LIMITATION - PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

oﬁ & []Destroy.
b []Transfer historical material to Archives;
ﬂ}ﬂ L destroy remainder.
3 []Destroy after audit (or year{s) after amdit). o

of each -[]CALENDAR YEAR -MFISCAL YEAR -[]OTHER ,then:

A.[]Destroy immediately after cut off. -
"B.[]Hold in current files area month(s)/ g year(s), then:
1 [ ]Destroy.
2 []Transfer to records center; hold year(s) then:

C.[]JHold in current files area indefinitely.
D.[]Hold in current files area year(s), then transfer to Archives permanently.
E.[]other

|

(Indicate briefly rationale for recommendations above/or write additional remarks):
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Description
' I
Drug reference files. Documents used as a source of
reference to drugs available on the commercial
market. Included are cards containing data ex-
tracted from journals, tear sheets, reports of
board actions and similar or related documents.

Medical prescription files. Documents relating to
medical prescriptions which accumulate in phar-
macies. Included are bulk drug orders; pre-
scriptions for narcotic drugs, ethyl alcohol,
alcoholic liquors and simtlar prescriptions;
and similar or related documents.

Pharmacy stock record files. Documents reflecting
the receipt and expenditure of all narcotic
drugs, ethyl alcohol, alcoholic liquers and
similar preparations.

Pharmacy 1ssue files. Documents used by pharmacy
officers for requisitioning items of supply
from the medical supply officer. Included are
issue slips, requests for issue or turn—in and
similar or related documents.
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Disposition
Destroy when no longer needed for

reference/

Destroy after 5 years.

Destroy 5 years after card is
filled.

Destroy after 5 years.

* Documents are to be kept for 2 years in office area then held for 3 additional years in
local holding area, where they may be referred to if needed.




